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Raticsna.le of paper

PART I
IgTRODUCTION .

1 4

The purpose of this descriptive-resP ch summary paper

is to provide the reader with an awareness and,understanding-

of the role, duties, and responsibiIitiessof the chief

vocational administrator in the community-junior college.

To accomplish this it is necessary to briefly trace the
.

origination of vocational education in the' two-year institution--

and to place the development of the director's position of

occupatiOnai .education in the-community7junior college into

a historical` context.

Organization of the Paper

This report deals specifically with the role, duties

and respbnsibilities of ¶the chief administrator of vocational

education in the community-junior college.. The structure Of

thit .descriptive - research .summary. paper will be. to:

i. trace the _'origins of vocational 'education in:the .

'United States two=year institution (The Historical
;iase of Vocational'Education in the CommUnity COIIege)i.

2. .review the role, duties, and responsibilities of the
cheif vocational administrator in a historical contert
of vocational-technical foundation (1920s), vocational=
technical stabilization and adjustment (1960s), and
vocational=technical current status (1970s) in the
United States two-year institution (RoIe, aities, and
Responsibilities of the Chief Vocational EducitiOn
Administrator_in the Community College); and,



summarize significant- trends in the adniinistration
of vocational education in the compluhitx-junior
college and define the present dutiesof.the chief
administrator-of vocational education programs in
the community"coflege (Summary of the Trends and
'the' Present Duties of the Vocational Education
Administration in 1-ie Comnrimity ) .

Assumed Terminology

Any reference to a tif8,.year institution or college,
-

community college .junior college, or community-junior 'college

refers specifically to-a blic or private two-year college

offering a dnersified curriculum including, at minimum,

both transfer` and terminal programS. Also, any reference

to vocationatichnicaI,' or 6cppational education in two-

year institutions refers to a cai--eer-oriented, terminal
.

training piogram in the junior and community colleges of the
- .

United- States: Finally, any reference to vocational,

or occupational administrator, chief administrator, 'degla or

director refers to the chief governing official of'vocational

education at -e. community college.
.
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PART II
THE HISTORICAL-BASE OF VOCATIONAL EDUCATION

IN THE OOMMUNITYJEOLIEGE

Initial_DeVelooment_of _Vocational Education
in the Community Colleges,

From the initial development of two-year private .

institutions in the'1850s and the formulation of the concept

of 'junior college' in the late 189ds to the Smith-Hughes

-Act of 1917, the idea of yocational-techniCal education has

grownt& become embedded as a major aspect of the)*LId8b.phy

and fUriction of the community- junior "c011ege.

The Smith=Hughes Act provided federal funding to

secondary schools for vocational programs. Since many
. .

-secondary schools were the base from which twO7year college

vooational-technical,programs were 'formed, the junior d011ege

benefited indireCtly from the fedelral moniesifor'Secondary

vocational training.

The founding of.-the American AssOciatitn of JUnior

CollegeS (i.e., today.the American Association af4COmmunit

and Junior Colleges) in 1920 further thrust the :need for the

development of vocational education in the two-year College

into the public and gOvernmentAI eye.

By 1920 around 200 Junior colleges were in stence

in the United States ah4 the idea of 'terminal education' as

a primary junior college function:of developing jolkills

in the geographic area of sery&. Alexis Lange alludes to



the'mbdern conception of occupational education in a 1917

article where he states:

The junior college cannot make _preparation for the
university its_eicuse_for_being. its = = courses of

instruction and training-,are to be culminal.rather
than basal...The dunior college will fundtion
adequately only if its first concern_ is with thoe
who_ wilt go no farther, if it meets local needs
efficiently, if it enables thousands and tens,of
thousands-toro=d out their general education, if
it turns an increasing number into vocations for
which-training has not hitherto been afforded by
pur school system."1

-The Depression .4,ha- World War Iii Increasing
Vocational Education Prograft. in the
Community College

Widespread. unemployment during the depression (199-.

1937) facilitated the cause of vbcational7technical education

growth in the two -year institation, as the junior college

'beefed up' its occupational training prOgrams in an attempt

to assist in the preparation of the unemiployee for careerS--

reeftcating the masses-foi available prafessions. In mare

cases the entry of the junior college into' the world of

vocational training.wes an almost immediate and mast natural

event in the depression period. For e;ample,'' James 161..;;r.

J

Thorntan, Jr; -refer/tO the dos Angeles Junioi College; founded

in 1929, which established'fourteenterminal semiprfessional

Ln; the -first year of ,operatioji.2
.

3

'.With the outbreak of World-Wx:I1, the need --to train

.women for work inithi7labor:morket_for.the manufacturing of'

military goods and to repIac-the War-occupied 'm4e7- labor.

force in the non-militaryr--coMmercial indlistr5; was firialy lk

established:3
9



continued Growth, Prosperity, and Stabilization
of Vocational Education the
Community College

_During the mid1960s, community and junior .coLlekes4

throughout the United States, were established at are ettremely

quick pace and vocational prograMs in these two-yeartintitutions

also grew at a fast rate. At this time, the vocation technical

programs cIearIy became an essential ingredient of the 'modern

pommunity college.

The 964 served as a period of,.stabilization and"

adjustment for vocational education in the community'college.

Industry desired a training ground for additional -and stand-

by personnel. Federal and state goNiernients were concerned

with unemployment problems and rates of productivity. State-

Offices of education aesied to give high sch4o1 graduates,

not desiring traditional college education, assistance in

achieving important skills for the job market. A21 of these

areas supported vocational, education as the postsecondary
i -.
, - ,

level.
;

iTheir support was n terms of financial, directive,

and philbsophicalefforts.
as

Miller and Gil/ie (1970) report "that as a result of the

phenomenal growth of vocational a.n technical edUcation,

increased needs in the area of trained personnei'must'be
. .

provided. This is especially true.in the postsecondary level"

(of-occupational education). The growth of the field of

-vocational education in the two-year _institutions necessitate''.

many of the financial and philosophicalsUpports,from state

and federal govethment:referenced above.



In Illinois alone, the-growth of the vocational programs
found in the community college system continue to increase at

a, steady rate, while the number of local communIty college

districts t hat are primarily dependent upon occupaticsal
education programs for state .sUpport, (i .e , NCB Stat% Funding

Formula per FTE hour generated by district and a.A.VoT.E.

course categori(s) id: quite .Iarge . This, rky, in part, be
tlue to the-higher reimbursement rates offered for vocational
eduCatiOn courses. The wide diversity of the -occupatilon'al

education programs-offered at the .51 community .dollege6 in

Illinois is significant of the preSerr'illftionicke trend in
the community coilege to provide a comprehensive =service to

its community cOnstitutenby,5,

.11

-,
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PART,, III

ROLE, DUTIES, AND Red`ONSIBILITIES OF. THE
*CHIEF 'VOCATIONAL EDUCATION ADWEENISTRATOR

'IN TEE i COMMUNITY C OLLEGY
-

Administrator's Rdle During Vo=Tech Education.
Foundation 331 the CommunitY College

It may be generalized that -- just as the,secondarSr school

was'the primary, resource for administratoi's and faculty of the

:junior college transfer programs in the 'infancy period of

estabIishment-'-so it was with.vocational-te.chriical personnel
.

for the two -year _institution with the addition of industry instructor:

Smith:'.(1927)-conducted study 64,--loda1 directors or
.

supervisors of vocational-teanical education; Some functions

identified werec

1. departmental promotion and publicity;
2. supervision of installation of new and replacement
- equipment;

3. filing of records and making reports;
4. recommendations, assignments and transfer of teachers;

and, s

5 cooperation with profesSional groups.-"6

The Smith' study-- indicated= the initial framework of'.responsibiIity

for the-positiorkthat would later be established.as director/dean

of vocational education in the community college: Further',' the

modern cdncept.Of industry advisory groUps is identified
____ _ _ _
specifically inSmitn's study by the reference to "ocxoptrtIon_

1,vith professional groups:-"

Administrators Role puring VoTech Education
. -Stabilization' and Adjustmeni7fij-in-
'the Communi College. - .

es.

During 1966 d dnient i clry of the American Association-
-



of Juni Colleges (i.e., today caned the American Association

IPof Community and Junior Colleges) in Washington D.C. with the

theme of ".Emphasis--Occupational Education in the Two-Year

Cdllege," F. Parker Wilber addressed the issue of the role

and duties. of the director of occupational ducation. . A
...

major administrative problem is-that the v cational faculty
--) ,

fear, of decisionmaking-due to a belief that a relationshii

exists with administrative planning of 'eco omy and efficiency.'

If the-faculty helps in the planning process by assisting

the administrator in decisionmaking, their 'state-of-the art'

input might becpme- the cause pf-major budget cutbacksor even

retrenchment. This attitude provides a hostile environment,

Wilber claims,' which-the vocational director must function 1/
.

UtiIiting both "leadership and executive types of ability. A

list of such duties might include:

. 1. Selection and recomthendation of professional staff,
including teachers;. the organization pfjoppfessional
pre,service and in-service training
Direction and supervision of the total technical
prOgram including' curriculums for-f4I-time,and
part-time students; also for adults undergoing,
training or retraining

3. Continuous production, evaluation, and revision of
do 1-ses to meet rapid changes in the college program
o or curriculums under consideration
Initiating community occupationalsurveys and studies
to keep the program 'reflectirig the employment changes
and job standards

5. Working cooperatively with advisory groups in the
interest of coordinating the college programs with
the local community or regional area-
Cultivating the financial assistance, community
smport, and public acceptance for the relatively
larger costs of operating occupational programs

7. Conducting and encouraging close relationship's
between many types of interested community groups
and leaders who should be informed and cooperating

13



8. Actively engaged, in articulating the college
occupational program with.other-divisions and beyond
the college 'with feeder high schools and supporting
districts

Other specific duties are required. of the top administrator
assigned to technical education, bqt these duties are more
executive in character:

1. Determine and plan for purchases, installation,-and
. maintenance df-equipMent and-storage, control and
.distribution of consumable supplies

2. Prepare budgets and make equitable distribution of
funds to the various programs and services

3. Develop and revise instructional materials for
diverse programs

4. Set up regulations and procedures for the orderly
placement of occupational graduates and their ,follow-
up in employment.

The administration of technical education at the two=year
college level entails problems of special complexity
and difficulty. These administrators of technical
education must frequently have a higher degree of managment
ability than that needed for directing the relatively
stable, pre-structured college transfer program."7

It is worthy to note that the distinction between

traditional administrators and the administrator of vocational

education has been made by Wilber as one "requiring a

higher degree of management ability" for the tqchnical`program

director. While. his may have been a notation intended

specifidally for distinctions made in 1966, Vice Chancellor

of the &alas Community College District R. Jan LeCroy

reiterates this same concept in a 1978 pub4cation that

identified common content areas of adminiStrative duties at

the two -year, college level. LeCroy identifies the technical-
, /

occupatinnal director's position as one requiring additional

managerial skills, beyond those of the average community college

administrator:8



Another difficulty identified with the vocational

education administrator's position during the 1960s was a

lack of recognition of the position as being on an 'equal.

plane' withi the directot of transfer edudation and other

junior college program adtinistrators. .Thispereated an

atmosphere for the- vocational dfrector that made it difficult

to represent thetest-interests of the occupational 'program.-:

This attitude. Was Summarized in the booklet of the American

Vocational Association;and redefined the vocational director's

role as one of top-level policymaking.

"If the local administrator of vocational education
is subordinate to .officials possessing little knowledge
or.understanding of vocations and only casual interest
./1. _ this phase of education, it invariably tends to
stifle a good program of occupational training and
prevents it from adhieving"its maximum benefits to
the community.' To protect tte vitality of vocational
education, it is recommended that the directors occupy
'a position at the top policy forming administrative
level."9 _

E.

In his 1966 survey of vocational directors in two-

year colleges throughout the United States, Marvin Fielding°

discovered that 81 percent of those responding held Master's

degrees and 15 percent had the doctor:ate. Of the diredtor's

surveyed; 75 percent devoted full time to-the administration

of vocational education. 10

The California community colleges of the late 1960s

grouped the duties of the vocational director into the areas

of curriculum staff, and community relations. -David Liens

survey of California two-year institution vocational

directors revealed that the implementation of the multi

=of
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faceted duties of the occupational director, were impeded
.

or -complicated .by time Consumed in day-to-day running of the

vocational 1#>ogram, the lack of an adequate staff, and the

limited influence of the occupational director on overall

college palicy.11

Lien's research identified common-areas of responsibility.

for vocational directors in fOur_southern California junior

colleges in1.568 (-ee:ApPendix A for complete listing Of

each southern California Aftitution), as follows:

1. work with advisory committees;
2. developing appropriate curricula; . .

3. supervision of preparation of vocational proposals
and follow-ups'; . ., _

4. integration,of activities with college curricula
committee; . .,

keeping up-to-dateon local manpbwer needs through
local employment and other agencies;"
assisting in the selection of new occupational
faculty; and, \ .

7. participation in local apprenticeship programs.12

These responsibilities show a definite continuation of

the school of thought which emulates a. superiority of other

institutional ireas-,particularly the transfer areaover

occupational education and still demonstrating that vocational

educatian-was suspect in thejunior college atmosphere. Transfer

education was still given superiority and-preferential position

over ,vocational education and.tne occupational director was

often an_administrative level below that'of the transfer dean:

Further., there was very little; if.any, guidance for the

vocational administrator. lien states, "There was very little

°guidance from superq.ors in terms of what the (vocational di'retor's)
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AdminiStritors Role Today -C1 976s) in Vo-Tech.
ducati-on in the Modern Community College

- In a 1976 questionnairestUdy of primary persons with
'T

_responsibility for "ocCupatiOnaI education on California

community college campusesi.the Consimnes River, College of
.. .

Sacramento surveyed both single-campus And mults-campus

distriCt:VocatiOnal:educationadMinistratOrs.(revonse

rate was 80% of those- surveyed).

Fiom multi-campus distridtg,'the vocational education
. ,

administrators ,id*tified the most sienificant responsibilities

as

$.__-,
1. service on

.

the Administrative Staff_ComMittee;
2. service on the Curriculum Committee;
3. preparation of .landing and budget proposal's;
4.k implementatipn of required state agency oecupational

1 education policies; )4-
.5 -supervisidn. of work experience coordinator; r

6. writing of special reperts; x
7. development of long-range occupational education

plapning;- and,
8. participation in hiring of.occupationaI education

instructors, -forming of advisory committees, formulating
district plans for occupational education, and conductingsr community needs surveys.

From the singIe-campus districts, technical education

directors identified many Of the same responsibilities but

prioritized them in a significantly different drder, as

follows:
.

1. service as a member of Regional and Adult Coordinating
Council;

2. service on the Administrative Staff Committeet
3. formulating district plans for occupational education.
4. ,developmentof /ongirange occupational education

planning;



preparation of funding and budget proposals;
supervision of work,experience coorcinator;
implementation of required state agency.000pational
education policies; and,

8. service on the Curriculum Committee, filing of an
annual report to the Chancellor's Office, and
participation in 'ttlphiring of occupational
education faculty. 14

From examination of the various vocational administrators'

prioritizings of the responsibil±ties'of their respective positions

in a multi-campus and a single-campus diStrict,'it is obvious

thai -each. of ,the positions--depending upon size and. complexity

of-institution and curricula--require a slightly differ*

emphasis on certain aspects and functions of. adminIstering

- the occupationai program. For instance, single-campus directors

rate.participation in Regional Occupatidnal:Cbordinating Council

,activities' as Va number one priority,_ while multi-campus

administrators do not 6veti_rate,such a responsibility.. The

-reason for these variations'isagain likeiY to be found in'

the variance.of physical campus size,'enrollment-staff size,

number of occupational programs offered, size of.budget, etc.

Paul McQuay conducted a nation-wide survey of directors

of vocational educatiotyIn 1977 which sampled 282 directors

from almost 1,00C community, colleges. The title of either.

dean' or director of:vocationaleducation, accounted for 84

*ercent of the respondents-and33

heIda.dottoratei'60 percent held

.peraent.of the' directors

M:abter's degrees,..and fewer
. .

than 7 percent held Bachelors degrees or less fOrmal education.

A 1972 Illirfols survey of vocational directors was consistent'

with McQuaSric nation-wide results and identified 66.7 percent

of vocational' :directors as holding Master's degrees and
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3.3 percent held a doctorate.- Of the occupational-deans.r

responding to McQuay's survey, nearly 80 percent devoted

full, time to administrative duties, just less than 20

percent had at least some teaching duties connected with the

The nation-wide study identified the duties viewed

by vocational directors as the most important, in terms

of their responsibilities is:
. ,

I. initiation of occupational programs;
2.. evaluation of overall occupational education

programs; 1

3. administration: of occupational education instruction;
4 employment of professional occupational staff in

the form of a recommendation to President or Board
of Trustees..

5. -pre-paration of a budget of occupational education;
and,

6. in-service occupational staff deveIopment.16

AddressiAg the issue of the extent or dimension of

responsibility afforded the -director of vocational-technical

education, there 'w a trend-noted to place many occupational

program administrators on a level at least equal to persons

--responsilcae for the direction;of,other programs (i.e., trgnsfer

pregramsi. aduit7cohtinung education prcigrams, student services,

etc.). 'While the admiN.strator-of 'occupational edueation may,

and usually does, continue to report to an academic dean or

dean of instructi-on, 'Aeans of the other college programs now

tend to be ranked on an equal basis with the vocational

director.
17

Without question the mast current and comprehensive

attempt to-organize-the various duties and responsibilities .

49 _



of the vocational-education administrator in the community

college was completed in 1976 by Stephen M. Sheldon, Margaret

E. Quinn and William Morris in the California community college

system for the U.S. Office of Education. This study organized

the responsibilities of the directorof occupational education

.

into seven Main areas-and then specified dutiea under'each
.

>. .

of the:seven areas. Whic-le many of the specific duties .must

be adapted to fit different states, the basic design of

duties is both detailed and representative Qf the current' _1

'
stature of the position.

The roles and responsibilities of the chief vocational-

,

technical education administrator in the community, college. are,

outlined in detail bySheldort, Quinn, and Morris below:

11 1. PhilosophicalBase

A. Believe occupati4nal-education is just _as
important, valid, and needed as academic
education; demonstrate the vision and. capacity1
to base actions on and transmit to others this\
phiIoSophicai base.

B. See that one does not have 'tunnel' vision' only
fer ocCupational education and-can see the total
picture, including how occupational educatign
fits in with other programs and objectives.

C. Willinqly discuss problems openly and candidly
and fight aggressively on behalf of occUpationaI
education, so staff and students feel they have.
a strong advocate for their particular. problems..

Practical Background, Current Awareness'

-A. Insure consistency of administrative decisions
with district or stateiiide occupational education,
policies and provide administrative direction for
occupational education policy development.

B. Understand the full scope of. the California State.
Plan for Vocationa.LEducation.

C. Show awareness of current, pending, and projected
legislation and rules which heip\or hinder
effective ootupational education, and haVe personal
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acluaintance or contact with officials with
whom local institutions must-deal in funding,
validating, supporting and assessing programs.

D. Determine state and regional offices and
personnel that support occupational education.

.E. Keep superiors and related administrative services
informed of occupitional education changes on the
federal, state, local, and intercollegiate levels;
represent occupational education administratiVe
views to the faculty,: and vice versa.
Be actively involved, cooperate, and participate
effectively in statewide and regional otcupational
education organizations and prOgrams.

G. ViSit and obtain information from other agencies
.involved in occupational education and keep
abreast-of parallel programs, their strbngths'
and limitations, as well as curricula changes.

H. Show abroad acquaintance with competing.agencies,
such' as ROP, adult schools, 'Private trade schools,
etc.

1. Remain aware of changes in_pq,blie attitudes towarsi-
occuaptionaI educat4n-and stay_ abreast of changing
needs through survey-Assessments, manpower
management information) advisory committees, and
unions.

if
activit s an6 responsiblitles, be effective
CoOrdinfr intra=departmental and inter-campus,

in relAking oCcupational education activities to
other areas of the college.

Budgeting Skills

A. UndersfErir:accounting-and reportingiprodedures-
in detail: for VEA and federal agencies) aswell
as VEA reports, claims, forms, constraints, and
requests;:xlevelop grant' proposals to tap Same.'

B. Use knowledge of funding sources) procedures,
constraint -_and-formtilas-usefor allocating

\federal or 1---Sal tax funds7-
Understand fin cial aspects of grants," inclu ingr
funding source applying, budgeting,-moni ring,
accounting, reporting, and claiming, _

Articulate needS and willingly fight the 'holy,
war' for-resources from internal and e ernal
agencies Mr-Occupational education, in terms
of budget, staff, scheduling, class size,
teaching loads, faciIitie87-kidesi etc.

4. Reporting Skills

A. Write plans And applications for occupational
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dication projects and_anticicpate
reports'fOr occupational educat

B.; derstand COPES and its. value to
e ucation;

.d how knowledge of local and sate
requirements for new OcculDational
programs and course changes.

Assessment and Evaluation Skills

the multitu.de,
ion.
occupation

:forms and
education

A. Relate and 'talk 'the language' of work-oriented
community, including,,employers and supervisory
on -line peopIe, to enhance cooperation with.'
occupational,educatioh.staff and students.
Initiate and coordinate evaluation of occupational
education prOgrams ana make-recommendations fore
change to keep prpgrams consistent with overall
objectives and requirements of:accrediting and
licensing institutions.
Show knowledge that the: keY succdsees criterion
of vocational programs is successful placement.

D. Ascertain that all occupational education teachers
have the necessary. ,occupational experience, state
certificateS,-ot credential'requirements'and-A
employee qualifications to Meet the State Flan
requireMents-under YEA or laws pertaining.ther-eto.

. Recommend, or approve 'occupational education staff
promotions,.retentions, demotions., or dismissals.

!

Placement Planning, Policy, and Curriculum Development

A.
B.

A

Use USOE and CID codes.
Formulate and recommend to the board new or
revised policies and procedures, as well as report
accurately, in-a timely fashion, on the status and
trends in occupational education.
Keep abreast of national and 1oCa1 socioeconomic
and educational activities and evaluate their%
implications for occupational education programs.
Prepare comprhensive long=range, intermediate and
detailed short -range occupational education
operating plans fdr the college.

E. Elthibit' a willingness to listen, respond, and work
with a lay board and with external constituencies
(business, indiStry, labor) .even when they are
critical of the college end/or programs; improve
.old or organize new programs, as advised, keeling
in mind student d employer needs.

F. Promote liaison d rapport with local and regional
planning groups ncerned'with humanresource
development.
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. Develop -.or maintain broad contacts in business .,

and indusria.1 communities, in order to have; .

data for prograMsrevj.sion, deletion,' addition;' -
for_ 000perative.±educatio'n placements; for potential
facilities and development. L ,-_Understand the relationship between -occupations'

ltraitimg. and. the ..work world.; i.e. ,_ gerieral
-)haracter of national and- local labor. may'ket -

conditions ( realizing -:that students may be _,very ..
-mobile. and _carry training td o-ther locales) and -'-
;DOT classification systems. .

Analyze existing and emerging long,_ And shorter.'
: range it_.ian, power data, job needs studies., and
employnlent' pro j ections t o iubstantiate program.
planning and meet training peeds. - .

1.1-tli.ze professional groups and organizations
representing indUstrial employers and .emplOyeei, =
such as Healt'h Manpower, Farm Bureau ,_ government
agencies, the California Manpower-Information 1

'System, etc. . _

.

Disseminate -irdamation on the extent of job .i.4-

opportrinities resulting froth .7the department's
pro ams and make such information available.
for eer selection. ; -. ...-.

.

L. Dtve- op curriculum which 'meets tha7 institutional
.criteria, 7 ye t _proVideS _ needed and realistic

me.- employment skills withLri a reasonable
M. Determine when rieW programs should be stitut

t
and eliminate

ed
ate weak . courses, even though they =

have been tuaght fbr years,. or remediate to get
'back on course. , , . . .

Ni- See that occupational i:edUcation programS are ..

practically- or.iented, ra-ther than highly theoretical ,
and have -a sense of pro64-am so that both old and -.
new occupational offerings have some- theoretical 'r\-
coherene . :. ;

.. - ..
.110. Perform as an effective, _loermanent .member of a

college or district curriculum committee.
1.). Understand occupatibp2 education"s unique . , ..i

. schedttling problems,- work._ Ibex's (long labs) ,
class size ,_ and'equipment requirements (not .

.,.necessarily technical , but_ quantity and quality)
Defend occupational 6 dtjoation programs which may'. ..

. , be _expensive, _ require stall -classes from a ,

d.feIy viewpdint, produce. relatively -few contact .r.
.'hours:, 'incur uniquely increasing 'costs and..;large
capital 'outlays for teRlagemerit, ,and'under:thtand
that,their value cannot li,e- judged by their high
cost per student. . , .,

Exhibit .awareness of facilities:, 'equipment,;
manpower, and ,supply heeds for an' noup_atipnal
educatiOn program;'exhiioit.: management skills
needed to prepare an annual inventoty,'. a!rig.T..

_

. .
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provide ade4uate'and:pi-operly_maintained,
-equipment and supplies to instructors-.

OommunityInteractI on

A. Organize, utiliZe;, and:work with competent
advieory committeesf6t each occupational"

._,progiam In-order to insure teir:ActiveinvoI
went, dedication, modsulpport-f--- -

Show an intereSt-:iri gni awareness 'of community
re-Sources for,staffing.adyisory Committees,
deVeloping work. experience brbgrams, etc.'
Interpret the._prOgrams,.of the colIeze to the
community and:educate:the' fay pUblic about the -

'

ty-te-:Of occupational education programs available;
through COmfortalole 'interfacing-wilt different
'communits-segMents, to.assure maximum
1).1 with community ,members who apply pressure to
h*ave.fayorite programs'startedi'continued, and
heaviISr 'supported to the detriment of other
programs; make decisions based-on job opportunities
in the community._-. .%*

Recognize the need for and implement articulatioil
of occupational education programs with secondary
'schools, four-year coIleges,-and..business and
industriaI-communities.

F. ,Understand the effeci-pf the local_economyas
it relates to emmsloyment trends."18

While all of the-duties and responsibilities outlined

above seem extremely specific, and realistically impossible

-for any one administrat6r:they provide anaccurate index of

s,
',-the experience'-, qducation, a ulti-dimensionaI flexibility

.. ,

involved in adrilnistratiorf of a vocational education

programan,two-:year institutions.

fordiample, vocational education directors
.

.

must -not only leaf.:witlt:the Illinois CommunityCollege Board;
. .

but:Also with.the:Division of Adult VocationalTechnical Education
4

iy

of the Illinois Office of Education. The D.A.V.T.E. organiies

groups with a variety of expertise in vocational education

. WhiChl'in.turn, visit various community college districts and

evaluate the college voCationaI education programs. This _4

24
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3.1

state-wide evaluation. of community. college ocCupation;4 programs

includes a three phase approach, as follows:
. .

1. 'development of a local plan (one and five
2. approval of the local plan (1) the Division ).f

Adult Vocational-Technical Education in the.[Ellinois
Office of Education); and,

3. on -site visitation (by a appointe group
of kperts in various areas of the communitycollege).- 9

The on -sites visitation by the D.A.V.T.E. team cdnters

around the evaluation of the six prograt component's cC importance

in the total occupational education program, which

1. planning and evaluation of each occupation -4
program as well as they overaI vocational education

,,......program for the college; -

, ....---

.

2. occupational programs, specifically, the availability
of certain occupational prams that may be identified
as important ingredients of the community fdr training
new personnel for industry; .

3
:

student services, including support serviced that help
. the vocational student to succeed in the occi.zpationaI

prograis of the college; '%
.

. personnel, specifically, the qualificationsffa instructors
and occupational education staff and their, competence
in the subject area they are teaching; r_

program management; including management of ;the total
occupational ';program and its various componeftits; and;

:

community resources, specifically, their utiXization;.
within the_vo6ational education program of -tie collete.20

The smnller a communit college, in terms of enrpllmen
,

and staff, the more comprehensive the duties of the crlief

administrator of,vocatLonal education are likely to b?.. The

larger the community college or the.district, in term; of a

muIti-campus district, the more the duties are:IikeIy, to be

shared amongst several, administrative officials with 7,he

vocational director becoming a position of supervisiop of

subordinate adminis-trators.

1
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PARt tV-
_SUMMARY OF TRENDS_AND THE:PRESENT:ROLE4
DUTIES, AND RESPONSIBILITIES. 'OF THEHIEF-.

VaCATIONAL, EDUCATION ADMINISTRATOR
IN THE COMMUNITY COLLEGE

in\To_Catibnal Edur..ation Administration
CommunitY College

During the period referred to as 'Vo:-Tech Foundation,'..

the directs r of vocational education was a part of ,a very
. .

smAjl staff=if any it all--and Tved the very:,:specific

functions of:. 'l) publicity;. 2) Dverseei. of..eqtiipmenti:s3)
. ,

records and report preparation; 4) .teacher e411.1ati6n and

assignmentiand5)contact with 1!professional:groups.-.

The latter function is very,simil4rtothe vocational

Airector'S duty -today' of :coordinati4 adviiory'committees.
4

from industry.

Throughout the:periodreferrO'd to as'Vo-Tech-Stabilization

and. Adlustment, the administrator of vocational education

served as a-planner and developer, defender of the technicaI-

terminal approach to education, mesOanger to the c6Mniunity add
.

industry, and was grossly understaffed-in a-period_of great

occupational education program enrollment increase.

The i96bs were aLperiodLiin which many - community colleges

were developing new vocational.programs at a very fist pace

-t
to keep up with increasing demands for this type of education

and the vocational directb

guarantee,sufficiept pIann

of these programs.

had to organize; structure, and

ng, prior to the initial operation

26
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.
.

IlraditiOnal acadeidians were not yet sold on occupational

N\

educa I on as a part of higher education, even, though it was

offered, ptimarily, at the level of the two= ear

Thus, the occupational education director had the difficult

task of 'selling fellow .administrators and college faculty: on

the value pf vocational-technical education.

The -position was ft ther compounded-oy not being placed

on an equal statu*with the transfer program director. This

encouraged the attitude that 'vocational edpcation was of

secondary importance and that its students were pid.'

was often referred to as 'second rate education. This

airogant attitude.Of many.academicians may be noted in the

limited responsibiIites granted the vocational education

director and, described in a 1968 study of,California community

colleges. Specified dues of the vocational education

administrator included the following:

1. working:with advisory committees;
2. developing appropriate curricula;

supervibion of preparation of vocational proposals
and follow-ups;
integration of activities with, college curricula
committee;
keeping up-to-date on local,manpower needs through
.local employment and other agencies;
assisting in the selection of new occupational
faculty; and,

7. participation in local apprenticeship programs.22

Whil industry was supportive and come to the college

requesting specific occupational - training programs and personnel,

the vocat al education director had to be in consistent

contact th industry to 'keep-up-to-date' with a quickly

2



changing technology and its needs--to place students.

Finally, this period of the 1960s provided a great deal

of stress frithe director of vocational education, since--

in many situations--the chief administrator had little time

to asopist or direct him/her. The occupational education

administrator had little staff and additional resources'

with which to keep pace with the quickly increasing demand

for vocationaI-technical education programs. The director

had to be an extremely flexible; knowledgeable, and versatile

individual at a -time when many junior college vocational-'.

programs were just being established. Little guidance from

superiors, couple with. a very heavy workload, made administering

a vocational progrea a difficult task for one individual.

As vocational education entered the 1970s and the

modern concept of the community college as a comprehensive,

-serVice-oriented institution was firmly established; the

occupational director wgs an increasingly importantindividual.

The director of vocational edUcation beaome.invoIved in top-
-

level administration of the school with equal status to most

other' college officials (i.e., transfer director; continuing

education director, etc-). While the position of vocational

education director became more specialized in duties and

responsibilities, training programs in graduate institutions

were developed, vocational education staff size,intreased, and

more resource persons and information sources became; available.

Thus, the chief vocationaI-technicaI education administrator's
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duties became somewhat easier to deal with.

The eduational backgrbund of the director of vocational

education, -in terms of =level of-degree-, remained relatively r
consistent in both the 960s and 1970s. Individuals in the

chief vocational administrative post held mostly Master's

rIgrees (approximately 60 percent), while few had the doctorate

(around 30 percent), and the remaining directors had a

Bachelor's degree or less edtecation. Most occupational

education directors (about 80 percent) spent all of their

.time administering the vocational-technical eddcation program,

while some of them (around 20 percent) had limited teaching

duties in conjunction with their vocational administrative

tasks.23 This, again, was true for both the 1960s and

1970s in vocational- technical, education within the community

college

Present Role, Duties, d Responsibilities'
af the Crr7 Vocational dacatian Administrator

the Community College

Rather thad attempting to provide any specific listing

of duties and responsibilities, since each two-year institution

will require -different and somewhat unique roles from the

vocational education director, a.listing'Of the.generaL

areas of responsibility will prove helpful to understanding.

the present status of the,position.. They are as if011owS:

1. curriculum;
,2i instruction;
3. budget;
4. planning;
5. placement;
6, governing policies;
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7.,'service;
8. assessment and evaluation; -

9_. indUstry advisory. groups/committeest,and,
10. peer contact (local, state-vide,, and nation-wide ) .

.

Cartcl_u_dirig Statement

With all of the growth and the firm estabiishment of

vocationaI-technical education as a integral part of the

community college, the necessity of well-educated, experientially-

prepared individuals to administer these occupational programs

is of icreasing importance. In fact, the continued growth

and prosperity Of vocatidhalztechnical educ.lion-th the

publib, two-year institutions, dependt upon ,it.

-Today the tole of the vocational education director is,.

not only one of leadership, but also one of management. To

a great extent, the degree of the director's management ability
1

will determine the success of occupational programs under

-his/her superviSion.

With the increapi 'student enrollment, diversity of

grogram offerings demanded, and the funding cutbacks noted

recently,.the vocational - technical education program in the
o

community *college involves an always greater complexity and

demands a great deal of flexpility, versatility, kno ledge,

and past experience. on the part of its chief administrator.
_ .

The role, duties, and responsibilities of the director.
--

of vocational-technical education in the modern Community

,coIlegemust be constantly scrutinized to insure their

compatibility with both the 'state-of-the-intustry,'
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APPENDIX A

FOUR 1968 CALIFORNIA JUNIOR COLLEGE
VOCATIONAL EDUCATION ADMINISTRATOR

JOB DESCRIPTIONS

100'

Source: Lien, David A. "The o e of the Administrator of
Vocational Education in t Single Collegd Junior
College DisiFrat." Semin Paper, 1968 (ED 031 216).



JUNIOR COLLEGE. "4

MAJOR DUTIES AND RESPONSIBILITIES OF

DEAN OF VOCATIONAL AND TECHNICAL EDUCATION
4 ..

...-
. .

..-.

-a. Assume overall-directIon7andT-coordinatiOnTof vocational' and_teChnIoal_
...i,

d.

education,programs.,

Stimulate, organize'and develop vocational.' and technical programs in,
response to educational and community nets in cooperiVon with
Deans.and Department Chairmen. ..

'--
,

.i,

Provide leadership in the development of;long-range district master
planning for vocational-technical educatio

Serve as the Technical-Vocational re
Curriculum committee.

B

e. Be resporNble for the preparation of necessary.rePorts in connection
with stae and federal projects an reimbursemenW 1

..,

Assume responsibility, in collaboration
,

with department deans and
chairmen, for the iftitiation, review and preparation of applications

--.

and reports for st.te and federal. oject proposals.
...,.

entative on thegollege

g.
4-

provide leadership and generate continuous; study_Of:coufses, teaching
methods, and content_ in order to carry on la tantinuingt,program.,of
improvement Of vocational curricula.

. Stimulate the generation of new ideas for the expansion,mode ization,
and development of naw vocationaI progrAms,and design approp 'ate
funding projects. _

.

i. Maintain liaison with, the State DePartment of Education and appropriate
federal offices, and prepare and subthit all necessary reports and.--\C"1-
'correspondence pertaining to vocational-technical education to those"----:,
agencies:

.4-

Assist_in the development of 'community and industrial contacts on
behalf of the vocational and technical eduqation programs. .

Conduct research on the determination. of skill and technical,
requirements, changes i'n technologys and requirements for job.
placement that may affect instructional programs 'in cooperatiin with
department chairmen and deans.

.
,.

1. Serve as advisor in_turrioulum_and_program matters to all vocational
dePartmentS and assist iriHthe development of course :materials. and
instructional guides.

m. Assist' .n the preparation of brochures and other public rerations
taterialS. ' .

n.. Conduct andprep4re educational surveys as required by vocational
and technicalareas

o. Participate in statewide vo=cational education planning with state
and federal agencies.



JUNIOR COLLEGE "A" (CONTINUED), 32-x-

p. gssist with the organization and functioning of advisor
in relation to new and current vocational and technical

A.
q. Serve as an ex=of ;Icio.member of all occupational advisory committees

includLtligtEAC, JAC7and TAC committees.. . -

,

r. Supervise manpower'developmeni.and training programs, including .

preparationof proposals and training plans, preparatipn,of reports
_

and liaison with state and federal offices. .

,.

s. Help, coordinate the functions and activities Of the several depart-
ments engaged. in vqcational and occupational-preparatory programs
and stimulate inte4departMentaI cooperative efforts.

. .
,

. t.. Perfcrm any other duties as may_ be delegated by the Vice President,
Instruction. . .

ommittees
ograrnt-.
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COORDINATOR OF INDUSTRIAL AND TECHNICAL EDUCA

. ,

'The duties and reaPonsibilities of the Coordinator of I
--Technical Education are-determined---by-a-mutuaI-agreement
Bureau of Industrial Education, California State Depart
Education, and the Administration and Board of Trustees
The general plans and policieS for 4uties and responsibiI
outlined in the Interim California PIAla for V cational E
section 1.52.2, revised 67, and,:ap#oroved: by the Califo

Y5;:g
Department of Education d the U:S. Office of kducatio
duties and responSibi ties may be.determined by the Coll
tion in order to strengthen or improve the program accor.
needs. , -

i

ON

_

a. To assist the College staff in the,prOtotign &deve
adequate program: of technical and-indlAstrial.traiiiin
for the peopIelOf the community:

b. To dooperate with local=and area agencies or groups
ested or'concerned with he developtient of training op
in technical and_industrial occupations. These group
include high schools, indqstrial plantS,.employment d
independent Shop owners, federal, state, and city dep
labor ouis, and lair groups

0 make full lite of representative advisory committee
areas where assistance is needed toward maintaining
a.soUnd curridtlum of technical and industrial educat

al and
etWeen the
t'of -
the Coll4te.
ties:
Caton, .

a State
Other

_age idministra=
ng to local

To seek And make full use of research and .;studies in
technical and industrial education, with a view .toward
integration 'in the total educational program.

e.. To keep recordsand submit.reports to the Administrat
College and to the Bureau Of Indtistrial Education, C
State Department of El,ucation, in the specific areas

(1) Number of classes"
(2)= Kinds of classes
(3) Enrollments
(4) Salaries paid
(5) Equipment purchase'
(6) Number and kinds of meetings att tided
(7) Significant accomplishments
(8) Total cost of the program being r mbursed,

f. To submit records And reports on all ad isory committee -meetings.

'To'submit, in cooperation with the)Pla66ment Office, sir names.snd-
, job.pkacements which are a result of training in the technibiland-
. industrial program.

To' brovide training facilities and 'Coordination*with any apprentice-
ship committee approved by the College in cooperation with the.

"-State Apprenticeship.Council.

opme t of an .-
oppo unities

_

o: are '

ortunitie&
or agencies

partments,'
rtments,

in special
d developing'

he areas of
proper

on of the
ifbrni6,



COTIEGE "B" (CONTIN

i. To assist faculty members
:certification 'requirement
University of California,
of, Ecluction.-

To submit to t4-e Bureau o
and course "outlines, or .r.
courses and outIinese whi
Curriculum Committee and.

approved for the departmnt ih meeting
-of the Vocational Division of the
in cooperation with the State Department

Industrial Education all new courses
.

visions and modifications of existing=-;
h have been approved by_the College
PProved:bytheAdministration.



JUNIOR COLLEGE

:RESPONSIBILIqIES OF THE COORDINATOR OF VOCATIONAL EDUCATION

The Coordinato-r of Vocational Education is directly responsible to
the Dean-of Instruction for the execution of those duties assigned

'by her.
0

Curriculum duties and:functions

(1) Assist in curricula planning, coordination, supervision, and
evaluation.in the following technical and occ4pational areas:

Automotive Technology
Business
Cosmetology
E ).ectronics

Graphic Arts
Nursery .School
Nursing_
Police. Science

(2); Attitt the Dean of Extended Day, as neededin curriculum planning;
coordinating;. supervising and-evaIuaton.of).ccupationaI and
technicaI prOgrams.

(3) Assist in the development And expansion of ocoupationaI-teohnicaI
programs currently under study:,

ChemistrrLaboratory 7echnician
-Dental Technician Program
Industrial Management
MOtel and. Restaurant Management

(4) Be.cognizant of new occupational-technical,programs
tc:) college and direct these ,pz,ograms to appropriate
for study.

Federal Project Assignments

Mobile Hoqsing Program,
Library Technician Program
Nursery School
Recreational Leadership

applicable
divisions

(1) Prepare all occupationalAtechnicalf.VE:A.,
Smith Hughes, George Barden, progjecit and_any other federal
occupational projects. and keep a complete file of materieIs,as
well as advising appropriate personnel of the action on'various
projects. Do the preparation and follow-up reports on projects.

(2)_ Work with division chairmen on anticipated requests Tor probable
budget items. Help relate and foIlowul.these,requests with the
Dean of Instruction, AdministratiVe Deafi, and. Businegt Office.

'Ar .

(3) Work with State Board of Educatiornttaff in-preparing finandial,
statistical, and descriptive repasts and attend meetings and
conferences, called by-the State Board,of,Education staff as they
are,applicable to the college. ,

(4). Help develOp the curriculum and coOrdinate and supervise all new
federal programs related to occ6pational-technical education'.

General Community Functions

Consult with local adiisory committees along with designated
division chairman and faculty in the studY, development, and
evaluation of areas of calaPationaI7technicaI 'education.

sf,A.

(:1)



Juno4 eoLLEGE (CONTINUED) - 36

(2) .,Publ,icize and represent the college
areas.

in occupationaI-technicaI

(3), Consult with the State Department df,EmpIoyment in determining
present and :future maipo*er shortages.

College assignments

(1) Prepare yearly reports on accupational=.technical areas under his
supervision and assist the Deanr-Of Instruction with periodic reports
to the faculty on instruction insthe occupational-technical areas.

(2) Read,review,,and disseminate to the occupational-technicaI faculty
research materials in their fields.

(3) Frarticipate in curricula meetingi:with secondary schools and the
county office to correlate the occupatinnaI course _offerings wittin
the college curriculum.

(4) Assist with follow-up studies of vocational-technical students.

(5) Help with the coordintion of placement of students from the
occupationaI7technicaI areas'.

. -

(6) Serve as a member of the interviewing team for new occupational
"technical faculty members.

(7) Serve on the curriculum, screening, library committee, and other
committees as assigned.

-(8) Assist in filling out approved research studies and questionnaires
in occupational- technical, curricula which are directed ta the
college.

(9)Keepthepean ofv lmstruction informed on matters coming'under the
Coordinator's supervision.

(10) Cothplete any additinal duties as assigned by the. President of the
College.

(11) Maintain office hours.

4
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Duties and Responsibilities
of the

Dean of.TechniCalsArts

Assist the D of Instruction as heeded and exercise administrative
Tesponsibility foi4t-he divisions within the ,Technical Arts.

2. Assume leadership responsibility for the develoimentof curricu
the Technical Arts.

Develop and utilize lay advisory committees in-relation to the
technical and vocational fields..

Recommend appropriate facilities, equipment, and staffing for the
technical arts

Serve oilthe Curriculum Committee.

6. Exercide immediate supervision over the Division Chairmen in the
Technical Arts.

Work-with teachers in improvement of teaching and evaluate classroom
performance.

Keep:aWare of.community_empioyment trends as they relate to technical=
vocational education andrecommend currlcula revision-as desirable.

Prepare proposed schedUle of classes for the"Technical Arts Division
and:recommend the assignment of teachers;

10. Prepare copy for the appropriate sections of the College catalog.

ii. Supervise the preparation of required reports for vocational education
prpgrams.

12t Assume full administrative responsib 1foi' all aspects of the
ssCollege duri .the evening hours as signed.

13. "Assst- with the organizatiorf of. the x Summer Session.

14. Assist in counseling and registerin ening and summer tudents.

15. Maintain'a listing and arrange for-substitute instructors.
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Office of
Education
Code No.

ILLINOIS STATE BOARD OF EDUCATION

Approved Vocational Program .Listing

October 15, 1980
Funding

Vocational Program

01.0100 Agricultural Production
'01.0101 Animal Science
01.0102 Plant Science
01.0200 Agricultural Supply and,Service,

01.0201 Agricultural Chemicals

01.0300 Agricultural Mechanics

01.0400 Agricultural Products
01.0500 Ornamental Horticulture
01.0501 Aboriculture
01.0502 Floriculture
01.0503 GreenhbuseOperations and Management
03.0504 Landscapin4
Ot.0505 Nuksery Operation and Management
01.0506 Turf Managethent
01:0600, Agricultural -ReSources

01.0603 Soil Conservationist
01.0605 Water Conservatiodist
01.0700 Forestry
01.0703 Logging
01.9902 Agricultural Cooperative Educatfon

.04.0100 Adver ising Services
04.0200 Appa 1 and Accessories
04.0300 Automotive Sales
04.0400 Finance and Credit
04.0500 Floristry
04.0600 Food DistribUtion
04.0700 Food Services ,

04.0800 General Merchandise
04.0900. Hardware, Building Materials
04.1000 Home Furnishing%
04.1100 Hotel and Lodgin Services

04.1200 Industrtal Marketing
04.1300 Insurance .

04.1400 International Tradet
04.1500* Personal Services
04.1600 Petroleum
04.1700 Real Estate .

04.1800 kicreation and To risen Services".

04.1900 Transportation
04.2000 , Retail:Trade
04.3100 Wholesale Trade
04.9901 Small Business Ma agement
04.9902. Marketing Coopera Live (0. E.)

B

B

D

0

B

B

B

B

B

C
0

A,..

C.
B

C

C

C

C.

C
CE

C

C .

C

C

C

C

C

C

A

a



Office of _

Education

Coode_No_.

07.0101

07.0102
07.0103
07.0201
07.0202
07.0203

07;0204
07.0301
07.0302
07.0303
07.0304
07.0305
07;0306
07.0307
07.0308
07.0400
07.0401
07,0402
07.0403
07.0404
07.0405
07.0500
07.0501
07.0502
07:0503
07.0601
07..0602

07.0603
07.0701

07.0702.

07.0703
: 07.0800
07.0801

07.0802
07:0900
07.0901
07.0902
07.0903

'07.0904
07.0905
07.0906
07.0907
07.0908
07.0909
07.0910
07.0911
07.0912-
07.0513
07.0914
07.0915 .Pediatric Aide
07.0916 Dietary Aide
07.0917 Paramedic
07.0918 Diagnostic Medical SOnography
7.0919 Renal Dialysis/Nephroiogy
07.9902 -Health Occupations Cooperative

Vocational%Pragram Titles

Ztntil Assisting
Dental Hygiene
Dental Laboratory Technology
.Cytology.
Histology

.

Medical Laboratory Assisting
Hematology
Nursing {Associate Degree)
Practical Nursing
Nurse Aide
Psychiatric Aide
Surgical Technician (Operation Room. Technology
Obstetrical TechniciaA.
Home Health Aide -

School Hea1th Aide
Rehabilitation Aide
Occupational Therapy Aide
Physical Therapy Aide
Prosthetics

. .

0rthotics .

Therapeutic Recreation Technician
Radiologic Aide
Radiologic Technology (X-Ray)
Radiation Therapy Assisting
Nuclear Medical Techhology
.0phthalmic Dispensing
Orthoptics
Optometrist Assisting
EnvironMental Health Assisting
Radiological Health Technology
Sanitarian:Assisting
Mental Health Technology.
Mental Health Assisting
Mental Retardation Aide
Health Care Aide
Electroencephalograph Technology
Electrocardiograph Technology
Innalation Therapy
Medical Assisting
Central Supply-Technology
Health Aide
Medical Emergency Technology
Food Service Health Supervision
Mor.tuary Science

Pharmacy Aide
Therapeutic Recreation Aide
Geriatric Aide
Medical Records
Hospital Ward Clerk



. Office of
Education'

- Code'No.

09.0100
09.0200 .,.

09.0201
09,0202 :
09.0203

-.09:0204
09.0205-
.09.9902,

14.0102
14.0103
14.0104
14.0105
14.0200
-14.0201
-14,0202

14.0203
1.08204
14%0301
.14.0302
.14.0303
)4.0401
.14.0402
14,0403
.74.0404
14.0405

14.0406
14.0501
14.0502
14.0503
14.0504
14.0505
14.0601

14.0602
14.0603
14.0604
14.0605
14.0701
14.0702
14.0703
14.0801
14.0802
14.0803
14.0804
14.0805
14.0901
14.0902
14.9902

16.0101
.16.0103

16.0104
16.0105
16.0106

Occupational Homemaking--
Home Economist,Assitting
Child Care
Clothing-Management,. Production and dServices

Faod Management, Production and.Services
Homi Furnishing, Equipment and Services
,Inititution.and Home Management Services.
Home Economics Cooperative (H. -E. R. 0.)..

BOokkeeping and Accounting Aide
_Cashiers -

Machine Operation
Bank'Tellers
Business. Data_ Procesting.Systems
Computer and Console-Operations A
.Keypunch, Coding and Peripheral (Equipment Operations B

Computer PrograMffiing .

5.Ystemt Analysis- .

. . Duplicating Machfne Operations
File Clerking -

General Office Clerking
Communication Systems Clerking -
CorresOondence Clerking
Mail and Postal Clerking
Mail=Preparing and Mail-Handling Operations
Messengers and Office Services
Receptionfst and,Information Clerking
Planning and Production Clerking
Quality Control Clerking
Shipping and Receiving ClerkAng
Stock and Inveu.tory Clerking
Traffic, Rate at Transportation Clerking
°Educational and-Training Assisting
Interviewers and Test Technology
Personnel.Assisting =

Legal Assisting
Journalism
E7cecutive Secretary Stience
Secretarial.
Ste raphy
Admi iitrative Assisting
Budget Management Analysis
Clerical Office Superision
Data-Method and System-Procedure Analysis
Office_Manigers and Chief Clerking
Clerk-Typist
Typists- -
Office Occupations Cooperative (0. 0.

Aerdnautical Technology
Architectural Technology
Automotive Technology
Chemical Technology
Civil -Technology

Furding
Priority

1

C

B

RRB

A
c
C

B

c
C

D

C

C

C.

C

C

C.
B

B-

A

B

C

C

--B
B

B

A



Office of
Education
Code N.

Funding

Vocational Program Titles Priority

.'15.0107
16.0108

_ 16.0109
'16.0110
16;0111

-..16.0112

16.0114
16.0115
16.0116
16;0117
16.0118
16.0400
16.0600
16.0601
*16.0602

16.0603
16.0604
.16.0§65
.16:0699

' 16:9900
16.9901.
16.9902
16.9§03,
16.9904
16.9905
16.9906
16.9967

. 16.9908

17.0100"
17.0102.
17.0103
17.-40200
17.0.201
17;0202
o17.0300

.17.0301
17;0302
17..0401
17.0402
17.0403
17.0600
17.0700
.17..0701
17..0702
1740703
17,.0801
17.0862
17:0900
17.1000
17:1001
17.1002'.

17;1003
.17.1004

Electrical Technology
Electronic Technology

,Electromechnical TechnolOgy
Environments Control Technology
Induitrial Technology
rnstumental Technology
Mechanical Technology.
'Metallurgical Technolo
Nuclear Technology
Petroleum-Technology
Scientific Data Processing
Biomedical Technology
Office Related Technology
Coal Mining:Technology,
Commerclal,Pilot Training
Fire and Fire SafetyTechnology

.Forestry Technology . :

Oceanographicjechnology
Police ScienCe Technology
Fluid Power Technician
OcoupationaT'Health an&Safety Technician
Air'Pollqtion Technology
Water andWaste Water Technology
Quality Control-Technology

. Numerical Control' TechnologY
Optics Technqldgy,'

. Plastics TechneFogy .

ndio and Television Engineering Assistihg
Technical Report Writing

Air Conditioning
- Heating
Ventilating (Filtering and Humidifying).
Appliance Repair
Electrical Appliances Repair'
Gas Appliances-Repair
Automotive Services
Body and Fender Repair .
'Auto Mechanics
Aircraft 'Maintenance

Aircraft 00arationi
Ground Operations

Business .Machine Maintenance-
. Commercial Art

Interior Decorating
Window Display
Product Designer
Sailor and Deckhan
Ship and BoA Opera" ion and-Maintenance
.Commercial Photogra

A.,

B

3
.4

B

B

C.
A

B

D

A.

B

B.
A

A
B

3

5

.B

3

B.

3

3 -

C

C

3
C

0
0

Construction and Bui lng Trades 8
Carpentry C
Construction El ectricity 3.
Heavy Equipuient Operation and Maintenance
Masonry

5

47



Office of
Education
Code_No___

2

Vocational Program Titles
Funding
Priority

17.1005
17.1007
17.1008
17.1099
17.1100
17.1200
17.1300
17.1400
17.1401

-kni1402
17.1403
17.1500
17.1501:

17.1502
17.1503
17.1504
17.1601
17.1602.
17.1700
.17.1900
17.1901
17.1902
17.1903
17.1904
17.1905
17.1aos
17.2ft0
17.2001

17.2002
17.2003
17.2101
17.2102
17.2200
17.23d1
17.2302
17.2303
17.2304
17.2305
17.2306
17.2307
17.2308

' 17.2309

17.24040-4

17.2601
17.2602
17.2700
17.2800
17.2801
17.2802
17.2805
17.2806
17.2808
17.3000
"17.3100

Painting and1Decorating
Plumbing and PfAafitting

-.Dry Wall Installation
Industrial Maintenance
Custodial Services--
Diesel Mechanic
'Drafting
Electrical Occupations
Industrial Electrician

14Line Worker
Motor Repair
Electronic Occupations
Communications Electronics""
Industrial Electronics
Radio and Television Repair'
Broadcasting
Dry Cleaning
Laundering

,

Trade. and Industrial Supervision and Management
Graphic* Arts
Composition, Make-up and Typesetting
Printing Press Operation
Lithdgraphy, Photography and Platemaking
Photoengraving-
Silk Screen Making and Printing
Bookbinding
Industrial Atomic Efier9T
-Installation, Operation and Maintenance
Radiography
Industrial Use'of.-Radioisotopes. _

Instryments.Repair (other than watch)
Watchmaking and'Repair
Maritime Maintenance and Services
Foundry
Machine Shop
Machine Idol Operations (semi-skill)
Combined Metal Trades
Sheet Metal J.

Welding
Tool and Die;Making
Die'tinking
Metal Patternmaking
Metallurgy t

Barbering
Cosmetology
Plastics' Manufactut1.9g
Public .Service - Etergeney preparedness
Fire Prevention:Oa-Control
Caw 'Enforcement
Socia1.54rVice Occupations
Environmental Cottrol
.Public Service Occupationi
Refrigeration
Small. Engine Repair

C

B

B

a
C

A
B

, g

B

C

-B

B

B

B

'0
o-
B.

8

D

:

Reactors .8-

B

B
=A

B

B

B

B

E.

B

A

O.

B-

C j
S

B



Offite or I-
E6idatioti
.Code

17.3200
17.3400
17.3500:

'17.3601
17.3700
17-.9905

-17.9902

18.9900
18.9901
18.9902
18.§903
18.9905
18.990e
18.9907
18.9909

':9401

0

3

Vocation:all PrograM Titles
''Fuodihg

''Stati oaarj Energy=Sburces

Leather Manufacturing and Repair
UphOstering. _

Millwork :andtabinetMaking
Coal Mining Occupations
Hospitality .

(-

Industrial Cooperative (D. 0., I. C. E.)

ducathe_Mentally Handicapped In-School
ooperative_Work Trainiqg_(C. W. ;1%)
.Interreated Cooperative Education
ExperiencedrBased.Education.
Trainable Mentally Handicapped In-Sthoa
SpecialEdutatioh Cooperative Education-
CommunityWorkshop_Experiences ,
Spetiii Education In-School VocatiCieal

Education:Program'

A

Elementary Occupational Information

O

B

0
C

C

A

B

A

A

3
B

A
B

4



APPENDIX C

In-STAFF ORGANIZATION FOR CO (UNITY CbT,T,FGES

Source: == docker, Clyde :t.
-Richardson._ The
Englewood Cliffs,
Pk 178.

, Robert EN Plummer ,and Richard 'C .

222-Year College: A Sc cial Synthesis.
New Jersey: Prentice=Hall, 1965,



DeskiesS Mi Tenger

Board of Control

Prealdeitt 01iedini
)

Cos.:inutility. Rotations

Dean of
ubTBra Arta and sciences IOW 01

TIChiitilegical Salome for- Vocatineel
Dein of

Continuing Educationfor ASsoctate Degree lbr Associate Degree or FotploraWry for Certilicaus inis Arts or Sciences to Technology______ Certliltite (Iticlikka repair Continuing f.ducation611quO6 SemiimiessioN) of aCademic -weaknesses) or Rini-Wain (Zr O adults)

Guidance Per etWO*1

'Faculty
'ng guidance personnel)

DAM of SuAants

FIG. Recommended Line.T-staff Organization fOr Community and Junior Coileges.
,

.

**Often the AcademicDean or Dean of Ins*ruction or Vice President
for Instruction or "Academic Affairs appears on the staff at
this point, with all of the instructional deans reporting tohim/her as'the chief academic administrator.



-APPENDIX D

I LLIN_OI EAPTF,IIN_C ONVIUNi TY COLLEGES :
WABASH VALLEY COLLEGE 'JOB DESCRIPTION
FOR THE VOCATIONAL EDUCATION DIRECTOR

1

Source: Job Descriptions for the Illinois Eastern Community
Conigesi District No; 529; Volume Ili 1960 as
Approved by the Board of Trustees;
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Associate Dean of TeChnical Studies..

General Duties

'The Asso

1. Assist in

a. Int
b. lishin

COOkrigatin
d. Reviewing bu

Recruitment,

mmend as toll

ear of Technics! Studies is in a tine relationship to the Dean of Instruction and shall:

!lowing:
q.

and recomrriending the employineot and retenticA of instructors.
urea fbc faculty evaluation.

--service faculty education and orientation of instructors new to the staff.
requests of instructional programs in his area of responsibility:
on, and proper counseling of vocationally oriented students.

: --,

a Assignments teachers, ciassrOorn space, and office Space in coop_eration with the.other Atsociate Dearit., ,.
b. The approval leaves for thelhitrUCtional staff in the Technical Division. , , ,,-.

The approvel changes in currculacciUrses,. and course detcriptions and provide leadership in the improvement of
. ,..

the quality of instruction where nOded. f
. . -.

a '''. Procure a list bf *ratified and tOrnpetent-tlittstitute and part-time faculty ulthe area of technical studies and recommend. at
' personnel as needeq.., , ,- ,,, .

.

4. Attign.partAime personnel to members of the filit-time faculty for the purpose of communications of such matter* ps

° proper produres; form, deadtines, etc; . . -

5. Be responsiblefor: :.. .
,-. ,..-

a: : Daily and quarterly_ progressincluding the overall growth of the Technical programs,' keeping accurate data for
comparative.and informational purposet.

b. VE-10 liaitOn between the local faculty and campus administration and the district office
c.- The constant up-dating of appropriate course-ourse briefs.

5. Furnish leaderthip in the continuing evaluation and improvement of the various Technical.currioula-..7..;

7. Teach, not to exceed 24 hours, over a 12 month period, as diretted by the Dean of Instruction;

B. AtsUrrie titherresponsibilities as may be assigned by the Dean of instruction. ,
. -.4 . .

SEP 18 1981

LINni,E4.CITY or cALIFORNTA
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